*USAFACFS Memo 25-52

DEPARTMENT OF THE ARMY
HEADQUARTERS, U.S. ARMY FIELD ARTILLERY CENTER AND FORT SILL
FORT SILL, OKLAHOMA 73503

USAFACFS Memorandum 25 February 2002
No. 25-52

Information Management: Records Management
ADDRESSING OF DISTRIBUTION AND FORT SILL CORRESPONDENCE

1. PURPOSE. To set standards for addressing OFs 65-A, B, and C (U.S. Government
Messenger Envelope) and other documents sent through Fort Sill Distribution Center.
(DOES NOT INCLUDE OFFICIAL MAIL BEING METERED.)

2. DISTRIBUTION CENTER. The Distribution Center uses office symbols and
organization names to sort and deliver distribution. Addressing OFs 65-B and other
documents correctly will reduce the amount of distribution being delayed or returned
because of incomplete or unknown addresses.

3. ADDRESSING. Address documents sent through Distribution Center as indicated
below. Do not use just building number and individual name.

Office Symbol ATZR-URA
Organization/Bldg DOIM / B-652
Person's Name David Crutcher

NOTE - Building and name are optional.

4. PREPARING AND PROCESSING CORRESPONDENCE. The new sequential
distribution format is shown below.

DISTRIBUTION:
ATZR-CA (SGS) ATZR-GC (GC) ATZR-R (DRM)
ATZR-COM (Off Mgt) ATZR-H (P&SB) ATZR-S (Ret Ofc)
ATZR-CV (Protocol) ATZR-I (IG) ATZR-T (DPTM)
ATZR-CQ (QAO) ATZR-J (SJA) ATZR-U (DOIM)

ATSF (Tng Cmd) ATZR-L (DOL) ATZR-W (RCTO)

AFVI (Illd ACA) ATZR-M (3°Bn, 141IN) | ATZR-X (DCP)

ATZR-A (PAO) ATZR-N (Post Safety) ATZR-Y (EEO)

ATZR-D (Chaplain) ATZR-O (AG) ATZR-Z (Chaffee)
ATZR-E (DPW) ATZR-P (DCA) ATZR-2 (Task Force 379)
ATZR-F (DPS) ATZR-Q (DOC)

*This memorandum supersedes USAFACFS Memo 25-52, 12 March 1998.
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CF:

AFKR (4" Bde, 75" Div)

AMSRL (USA Re Lab HRED)

DFAS-LW (DFAS-
LW)

AFRC-CAR-LGS (Eq Con Site
162)

AMSTA (Tank Auto & Arm
Cmd)

DFAS-IN (Mil Pay)

AFRC-CAR-RGH(5045th Spt)

SOSFS (AMC, LAO)

DPS (Def Print Svc)

AFKR-TTX-1B-SG2 (2d Sim)

ATED (TRADOC TASS)

DRMO (DRMO)

ATSK (Ord Tng Det)

DSS (Def Sec Svc)

AFVX-CFG-CCXV-C/D (215
Fin)

CESWI (Corps of Engr)

MCNB (DENTAC)

AMSEL-LC (CECOM, FATDS)

CIRFD (90th MP Det)

IAMG (902d MI Gp)

AMSEL-SE (CECOM, FSSE)

CSTE (OTC FSTD)

MCUA (MEDDAC)

AMSAM (TMDE)

DECA (Commissary)

OKMO-M72 (Site#72)

5. DECISION PAPERS. Use appropriate office symbol on the coordination line of
decision papers (See USAFACFS Pam 25-51).

6. DISTRIBUTION FORMULA (paper).

a. Distribution. DOIM’s Distribution Center will distribute paper documents as

shown below and in appendix A.

b. Necessary Copies. Sender is responsible for providing the necessary copies to
the Distribution Center for distribution. If the Distribution Center does not receive
enough copies, organizations will not receive required number of copies. Distribution
Center employees do not notify senders they did not provide enough copies.

c. Documents without a “DISTRIBUTION?” line. Activities can include a note on
these types of documents indicating the distribution formula they want the Distribution

Center to use.

All Commanders (05 and above) (40) (See Note 1)
All Organizations (55) (See Note 2)
All Directorates (10) (See Note 3)
All Special Staffs (13) (See Note 4)
All Units (11) (See Note 5)
All Tenant Activities (28) (See Note 6)
All Organizations (Btry Level) (417) (See Note 7)
All Organizations (Bn Level) (238) (See Note 8)

NOTE 1 - This includes 40 copies (one copy CG, GC, P&SB, OTC, MEDDAC, DENTAC
5045 Spt, Ord Tng Det, and 2d Sim. Eighteen copies to llld ACA and thirteen copies
to Tng Cmd for forwarding to their bde/bn commanders.

NOTE 2 - This includes 55 copies (one copy to all organizations listed in paragraph 4
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above).

NOTE 3 - This includes 10 copies (one copy to DPS, DPW, DOL, AG, DCA, DOC,
DRM, DPTM, DOIM, & DCP).

NOTE 4 - This includes 13 copies (one copy to Post Safety, PAO, Chaplain, EEO, IG,
SJA, Reserve Component Transition Program, EO, Quality Assurance Ofc, Protocol,
Officer Mgt, IRAC, & Retention Ofc).

NOTE 5 - This includes 11 copies (one copy to Thg Cmd, llld ACA, P&SB, OTC,
MEDDAC, DENTAC, 4" Bde, 75" Div, 5045™ Garrison Spt Unit, ORD Tng Det, 215"
Fin, and 2d Sim Ex Gp).

NOTE 6 - This includes 28 copies (one copy to all organizations listed under Copy
Furnished in paragraph 4 above).

NOTE 7 - This includes 417 copies for distribution to all organizations listed in
paragraph 4 above. (See appendix A.)

NOTE 8 - This includes 238 copies for distribution to all organizations listed in
paragraph 4 above. (See appendix A.)

7. DISTRIBUTION FORMULA (Electronic Mail). Use the same formulas as with
paper, except place (E-Mail) in parenthesis two spaces after DISTRIBUTION:. Omit
number in parenthesis. Sender will not reproduce copies, except for file copy (see
paragraph 8 below).

8. ELECTRONIC MAIL. Record copies of electronic mail must include MARKS file
number, office symbols, and the addressees on the document or you must attach a list
of the addressees before filing.
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APPENDIX A

DISTRIBUTION FORMULA

ORGANIZATION

BTRY LEVEL

BN LEVEL

ATZR-CA (SGS)

1

ATZR-COM (Off Mgt)

1

ATZR-CV (Protocol)

1

ATZR-CQ (QAQ)

1

ATSF (FAS)

56

AFVI (llld ACA)

(9)]
o

ATZR-A (PAO)

ATZR-CN (IRAC)

ATZR-D (Chaplain)

ATZR-E (DPW)

ATZR-F (DPS)

ATZR-GC (GC)

ATZR-H (P&SB)

ATZR-I (IG)

ATZR-J (SJA)

ATZR-L (DOL)

ATZR-M (3d Bn, 1415 IN)

ATZR-N (Post Safety)

ATZR-O (AG)

ATZR-P (DCA)

ATZR-PFX

ATZR-Q (DOC)

ATZR-R (DRM)

ATZR-S (Ret Ofc)

ATZR-T (DPTM)

ATZR-U (DOIM)

ATZR-W (RC Trans Pro)

ATZR-X (DCP)

ATZR-Y (EEO)

ATZR-Z (Chaffee)

ATZR-2 (Task Force 379)

AFKB (479" FA Bde)

AFKR (4" Bde, 75" Div)

AFRC-CAR-LGS (Eq Con
Site 162)

—_— | - _— | -
AAI\)[\3_\4_\_\0100_\_\AA®0A|\)_\Q)AA_\O)@01_\A

- RN N
_\AI\)[\)_\A_\_\mw_\_\AAJ;QQAM[\)Q)AA_\OjQQO_\A

AFRC-RGH (5045th Spt)

AFRC-ETX-2X (2d Sim)

AFVX-CFG-CCXV-C/D(215)

AMSEL-LC (CECOM FATDS)

=2 N = =

=S N = =
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AMSEL-SE (CECOM, FSSE)

AMSAM (TMDE)

AMSRL (HRED)

AMSTA (Tank Auto & Arm
Cmd)

_—

—_ ==

SOSFS-C-SL (AMC, LAO)

ATED (TRADOC TASS)

ATSK (Ord Tng Det)

CESWT-EC-FF (CE)

CIRFT (90th MP Det)

CSTE (OTC FSTD)

DECA (Commissary)

DFAS-LW (DFAS-LW)

DFAS-IN (Mil Pay)

DPS (Def Print Svc)

DRMO (DRMO)

DSS (Def Sec Svc)

MCNB (DENTAC)

IAMG (902d MI Gp)

N I I Y Y Y Y YN EE SN ERNESS

MCUA (MEDDAC) 20
OKMO (Mob Tng Eq #72) 1
TOTALS 417 2

[V Y FEN I V) EEN iy N\ BN IR MY JE\ RN R JIEN JIE\ KN PR\ JIEY
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(ATZR-URA)

FOR THE COMMANDER:

ROBERT A. CLINE
COL, FA
Chief of Staff

NICHOLAS L. BONACCI
Director of Information
Management

DISTRIBUTION:
Fort Sill Internet
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